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ADMlNlSTRAflVE SERVICES DIVISION 
c RECORDS MANAGEMENT AND CONTROLS 

Applicafion Nhmber 
! APPLICATION FOR 

# 

' AMENDMENT TO f?ECORDS RETENTION SCHEDULE 4 _ _ ~ ~  
! 

FOR STATE RECORDS MANAGEMENT DIVISION USE 

Date Received Application No. Date Completed 

.- - 
Application Date: July 30, 1980 

1 ~ _ _ _ _  ___ 
Record SeriesTitle: 76-140 CETA Enrol lee  Work Experience Person to Contact: 

Payroll Cer t i f i ca t ion  Cards 

Item number to be amended: Item 16 on old form Telephone No. 6 5 6 - 3 0 4 0  
Item 10b on new form (3/80) 

Reads as follows: "no1' on confidentiality of records 

Amended to read: "yes" on confidentiality of records 

mation ava 
. therefore ma ept PSE emplo 

AUTHORITY: 
Division Director/Dcsignce: 

Records Management Officer (RM&C): 

c 

ESA Director: Date- -. - 

~-~~ ~ .. ~- Date -. >o-3w?3 . .. . ~. ~~ 

ESA-143 (3/80) 
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I 0  
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
DEPARTMENT AND 

.--- 
CTIONS See Publicatiod No. 76-RM-I for instructions on completing this form. Forward signed original to 

Department of Archives and) History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulina Section. 

FOR AGENCY USE 1. Agency Address 
Application h t e  GEORGIA DEPARTMENT OF LABOR 

Oats Completed 

FEB - 8 1980 1 FEB 1 9  1980 

G s o i  to Contact Working Tit le Telephone Number 
WILLIAM F. REYNOLDS SUPERVISOR, SPECIAL PROGRAMS PAYMENT UNIT (404) 656-3074 

3. Action Requested 
-l_ 

- __= ~ . - - -- - -~ - _ _  
1. 
b. 
c. fi5_Amend_A4pIica&n-No. m 4 0  ---- Check One: a Chanse; 0 Supercede: 0 Void 

0 Estabiirn Retention Schedule; rgEord will continue to accumulate. 
0 Dispose of present accumubtioo':no further accumulation anticipated. 

5. Records Series Title f'followed by title used in office; if differentJ 

COMPREHENSIVE EMPLOYMENT TRAINING ACT (CETA) ENROLLEE WORK EXPERIENCE 
PAYROLL CERTIFICATION CARD FILES. 

What is the function of the Division and the Office in which this record serles IS created? 
I 4. Dates of Series 

Earliest Latest 

116-01-78 1PBESE"L - - _ _ _ ~  
6. DiviiMn and Office Function 

THE SPRCIAL PROGRAMS PAYMENT UNIT RECEIVES INITIAL ENROLLMENT FORMS AND ESTABLISHES A 

RECORD FOR EACH INDIVTDUAL PARTICIPANT; RECEIVES AND PROCESSES WEEKLY REQUESTS FOR 

PAYMENT OF ALLOWANCES, WAGES, AND WORK INCENTIVE PO PARTICIPANTS ENROLLED IN RELATED 

PROGRAMS. MAKES PERIODIC AUDIT AND REVIEW OF PAYMENT RECORDS TO PREVENT DUPLICATION 

OR OVERPAYMENTS. 

____. _ _ _ _  ___. - 
7. Remrd Series Description 

Documents relating to: 

T h i s  file contains the following documents (include form numbersand titles, if anyJ: 
Attach samples of the file. 

DISBURSING FUNDS TO PARTICIPANTS OF COMPREHENSIVE EMPLOYMENT 
Included are: TRAINING ACT (CETA) PR&RAMS. 

PAYROLL CERTIFICATION CARDS (CETA 23-A). 

File i s  arranged: NUMERICALLY BY PROJECT IDENTIFICATION AND THEN BY SOCIAL SECURITY W E B .  

-- - _ _  ~- 
* How often are records referred to which are: 

--; Seven to twelve months old 
1 

One to six months old -- 
twentv-five _. months and older - -_ . L - ?  
-i'. L - - C  

Letter-size drawers --; Lqal4re drawers --; Shelves ; Other (specify/ - - 

; Thirteen to twenty-four months old 
, * DISCRETION OF AUDITORS. -- :-- --. 

IBM CARD BOXES, 

I - APPROXIMATELY - _ _ _ _  THREE-KNDRED TWENTY (320) ANNUALLY. 
~ n - m - p i ,  nar. 76 IOWl  



I_ 

. ~~ .~ - L X L L  Isthis t e r ~ ~ . ~ ~ o r t i o a o f i t l r q s u l a d v  microfilmed, . .  

- XI 
11. Rmntlon Rquirementr 

~ 1 ~ j. ~~ Does the record reries relvlt inamrnnllter mintoutb-.__._ 
The following requires the series to be kept: 

STATE 1 
a. State Law __ . . ~ .years. 1. Audit period years. 
b. Steturn of limitation -~ . . : ~ -years. ~ ~ ~ . _e. Administrative need ~ ~ ~~ ~-~- .,-,years.-. . 

f. Federal retention instructions --.years. c. Federal law -A ~.-----~~-years. 

I! 

.. . 

. .  
~ ~~ ~~. ~. 

.~~ ~. ~~ 

Attach copy or exert of laws or regulations. Explain administrative need. .~ 

HOLD IN CURRENT FILE AREA - ONE YEAR, THEN TRANSFER TO STATE RECORDS CENTER FOR RETENTION FOR 
' ~ -- ,.,~ , _ ? ~ (  I-- FOUR YEARS. . .  

.~ . . . . .~ ~.__- - -__I___ 

.. ~. . .~ .:--~-.- ~.1 .- ~ ~ 

12 Approved Dlrposition Instructions . This agency recommends that the file series be cut off a t  the end of each: 

. ' - .  ~ C% Calendar Year: 0 Fiscal Year; 0 Other I_ then, . .  
~ . . , ~~ ~~ . -  t 

t8 Hold in the current files area I- ~ -month(s) ---. 1 __ yearb); then ' 
0 Transfer to local holding area; hold - - . .year(s); then 

Transfer to State Records Center; hold __ 4 --. ---yearb); then 

* a Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

* NOTE: IF FEDERAL AUDIT QUESTIONS ARE NOT RESOLVED AT THE END OF YEARS, THESE 

RECORDS MUST BE RETAINED UNTIL RESOLUTION OF SUCH QUESTIONS. 

I ./ , 

These in&ctions apply to a l l  prior and future accumulations of the series. 

. 

graph 12 are approved. 

Attorney General/Designee 



5 ' ' w  .- 

a ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O M ;  
RECORD WILL CONTINU,E TO A C C U M U L A T E .  N O  FURTHER A C C U M U L A T I O N  ANTICIPATED 

"What i s  t h e  func t ion  of t h e  o f f i c e  i n  which t h i s  record s e r i e s  is crea ted?  
Tie fl;n.cfion of t h s  Unenploynent Tnsurance. Div i s ion  i s  t o  hiplement the  Ceor,gia ?mp!.o;Tnent 
Sec1::Cit;i L ~ J  which. requiro,e that legal er ; t i t i es  enployin? workers i n  ko5,Tia r epor t  and pay 

thq a r c  uiienplojed thrcugh no f a u l t  of t h e l r  own and when they con:ly w5.t.h ceLrtsin rcqiiirsqent: 
The Division adminis te rs  t h e  payment of allowances and wages a s  requi red  by t h e  Manpower Prograr 
of t h e  United States Department of Labor.':: 

L ban-, .-cc on uages of such exp13yees; and t3 '  subseque9tly par bene f i t s  t o  such coverccl noykars t.iIien 

. i  , - .:. . . - -  , .:; I 

r . .  .. 

. .  . .  

The :??cia1 Pro,~a.* Payment Vnit receives  i n i t i a l  ersallxerA form and e s t a b l i s h  
a c c o x t  f o r  each ind lv i6ua l  sn ro l l ee  and txAnee; receives  awl p~ocessss tes!--l?- r e p x t .  fo r  
p;F.c?t of & al1o:ianaes and ua_ncs including the  paptent of TncentiTe and Trainin7 Felatcd 
?&er.ss t c  part; c i p n t s  enrollcc! i n  t h e  Uork Tncentive Progran. 
cmtml?  t o  prevent dnpl tcate  o r  overpayments; periodic rerLet: or" records t o  a s c e r t a i n  contimiec 
cl5gibilLty and zaintenancc of records. 

1. "his f i l e  conta ins  t h e  following docunients (include form nmbers  and t i t l e s ,  i f  any, 

Docmeats r e l a t i n g  t o  paying e n r o l l e e s i a  the Work Experience Program es t ab l i shed  

a paypent, 

ZstzbliEh and Raintalr ,  

- 

and f i 1 + arranaement ) . 
Ccx>rehensi-re E q l o y m n t  Training Act of 1973. 

acludec!  are: forn CETA-23 ( Indiv idua l  P a y r o l l  C e r t i f i c a t i o n  Card) -' "Sain@ attached." 
F i l e  is arranged numerically by: Work S i t e  Projec: Control. Number, thereunder a l p h a b e t i c a l l y  
by e n r o l l e e ' s  name. 

u,l?c%y the  

, .  



14. Is  the re  a duplication o f ' t h i s  s e r i e s  i n  another o f f i c e  o r  agency? ." 3~ rn 
t 1 E l  

I .  
15. Is the infonpation contained i? t h i s  s e r i e s  ever s b a r i z e d  or dublished? 

16. Cses the  series contain c l a s s i f i e d  information; requiring secur i ty  handling? [ 3 .  
17. Does the  series i n i t i a t e , '  amend or terminate agency po l i c i e s  and procedures? 

r- .' '1' Attach espy af summary o r  publication. 

1 . .  'm 
18. C&d the function be performed i f  the  f i l e s  were l o s t  o r  destroyed? El E l  

1 9 .  Is t h e  s e r i e s  (o r  maJor port ion of it,) regular ly  microfilmed? If yes ,  why? [ I Darl 
20. Does the  record series ..)n-ovide data as input t o  an EDP f i le?  [ I  Docl 

' 21. Does the  record s e r i e s  contain documentation produced as EDP pr intout?  [ 1 t31 

22. Has the  Federal Government issued ins t ruc t ions  govern,ing t h e  retention/dispo- . [ XI 
s i t i o n  of these f i les?  Federal Register (Vo1.40, No. 47, P a r t I I I ) ,  !'.Guide t o  . . . .  
Records Retention Requirements" (January 1, 1975) P a r t  V I I I  ' -  . . . I .  

. .  . .  

,. . . 

[ 1-m- 
---II_ _I_ _̂I-- --. 2.3. '!Jill t h e r e  be a need f o r  these records 10,. 15 years from now? I f  yes, '  whet?' 

. .  
- -I.I_ 

years  : . .  

R .  [ ]STATE b. [ ISTATWE OF c. [ ]AUDIT d. []FEDERAL e .  WADMINISTMTIVE ' f .  [ ]HISTORICAL . 

. .  
2b. REQUIREMENTS. The following requires the f i l e s  t o  be'kept- & 

. .  . .  .. 

. . .  . .  
LAW LIMITATION PERIOD ' L A W  DECISIOII  VALUE 

. .  
(C i t e  Law; Sta tu te ,  or other reason f o r  the retent ion requirement) 

Based q o n  standards .of disposi t ion f o r  .other depr%ments. 
.. 

See  i t e m  22 
. .  __- ~. - ,. . .  

- ~ _ - ~ _ _ _ - . ~  ~-~-. 

25. AGENCY RECOMENDATIONS.  T h i s  agency recommends tha t  t h 2  f i l e  s e r i e s  be cut off at the end 
of each -[]CALENDAR YEAR - [  ]FISCAL Y E P  -ROTHER See  below ,then : 

[ ] Hold i n  t he  current f i l es  area * month(s)/ . yea r ( s ) :  
[ ': Transfer t o  [ 1 S t a t e  Records Center [ 3 Local. Hglding Area; hold year(?): , , 

[ ] Transfer t o  S t a t e  Archives for  pennanenlt re tent ion.  . 

. ,  . .. 

. .  . .  
, .  . . .  [ I Destroy. . .  ' 

. [ I Destroy immediately after cut-off. . .  
' ' 4 Other: (Specif$) Cut 'off f i l e . a t  the''end of each'mbnth, 'hold in c u r r e n t . & i l e s ' a r e a  1 

year' o r  u n t i l '  Federal  o r .  S t a t e .  Audit is  Completed, whichever, is la ter ,  then t r ans fe re  . .  t o  
the State  Records Center; hold 3 years;  then destroy. , ., , 

1 

. .  

. /  

(Indicate brief ly  rationaZe for recornendations 'above/or w r i t e  hddit ional  remarks) : 
To eliminate necessity f o r  f i . l in r  equipment and f loo r  space reqfired t o  ho7.2 inac t ive  

. recwds  over and abwe  necessary ac t i r e  f i l e s  vhich do not requirs .fr&iJen-t re fe r ra l .  



men% Insurance Division 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
R E C O R D  W I L L  C O N T I N U E  TO ACCUMULATE. N O  FURTHER ACCUMULATION ANTICIPATED 

I -- _- 
''What i s  t h e  func t ion  of t h e  o f f i c e  i n  which t h i s  r eco rd  series is c rea t ed?  
The func t ion  o f  t h e  Unei-,,.loy 
Secur i ty  Law wNch requ i r e s  tha t  l e g a l  e r . t i t i e s  ey , loy inp  workers i n  Georgia re;?& aril pay 
t a x s  on wages of such eaiplqyeecs; and t o  subsequently pay b e n e f i t s  t o  sc:h cover& workers when 
t h y  a r c  uneuployed t h r x g h  no f a u l t  of t h e i r  own and when the>- c o m l y  with cer'cain requirement: 
The Div i s ion  admin i s t e r s -  t h e  iayment of a l lowances and wages as requ i r ed .  by t h e  Manpower Progran 

,?t Insurance Givision i s  t o  impleTnmt the  Georgia %p? oywnt  

of t h e  UnIEed S t a t e s  Department of -Labor. - -  = 1 ' * Y ~ ' ~ $ ~  b b A  c _ -  . 7,=* I: ~ v. I -  3: *I *---  Ma-- -  - -  Fl.-7w 
- .  - .- - *  

The Spec ia l  P r o T a w  Paylnent U n i t  recei-ves i n i t i a l  errol3mcnt forms and e s t a b l i s h  
account f o r  each ind iv idua l  en ro l l ee  and trainee; rece ives  an? processes weckly reques t  f o r  
pay!ncr.t of &! allowances and wages inchcifng t h e  payrnfnt of Tncentive and i fmining Related 
Eipense t o  p a r t i c i p a n t s  enrolled i n  t h e  Work Tncentive Program. 
control.: t o  prevent dup3 i c a t e  or  overpayments; per iodic  review of records t o  azce r t a in  continn-i 
e u c i b i l t t y  and maintenance OF records. 

1. This  f i l e  con ta ins  the fol lowing documents ' ( inc lude  form numbers and t i t l e s ,  if any, 

mcuments  r e l a t i n g - t o  paying enrol_lees.lg- the W&k Experience Program e s t a b l i s h e d  

a p a p r n t  

Es t ab l i eh  and mi-ntain 

-_ - - - 
' . 

urdcr  t h e  
and f j  1 c arranaement)  . - -  

Conprehensive Employment Traininp Act of 1973. 

Dcluc?ed are: form CETA-23 r o l l  Cert i f icat  Card) - -3, YiarnplP a t t achd . "  
F i l e  is ar ranged  numeriTal ly  b 
by e n r o l l e e ' s  @me. 

-~ - 
rojeF: Control,  er , thereunder  a l p h a b e t i c a l l y  

I ._ - -1 - - L -  
.I - -_  

A 
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~~ __ - QUESTIONNAIRE r i a < .  an "." t n  t h .  v r o v . r  roiu.n i f  .navel I .  " ~ 1 1 5 . "  v1em.e ?.pl . in 

13. Is t h i s  t h e  Record Copyjof t h e  sei-ies? 

14 .  Is the re  a dupl icat ion o f ' t h i s  s e r i e s  i n  b o t h e r  o f f i c e  o r  agency? i .  . . [ I  rn I . , i ~  . 

. .  
I 

15. Is the  information contained i n  t h i s  s e r i e s  ever s,ummarized o r  published? 
Attach copy of summary o r  publ icat ion.  

16. Does the  s e r i e s  cohtain c l a s s i f i e d  information ' requi r ing  secur i ty  handling? 

17. Does t h e  s e r i e s  i n i t i a ' t e ,  amend o r  terminate agency ,po l ic ies  and .procedures? . .  

. . .  .. 
* 

~. 
. .  

18. Co'zd the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  ( o r  major port ion of it) regular ly  microfilmed? If  yes ,  why? 

20. Does the  record s e r i e s  j rov ide  da ta  as input  t o  an EDP f i l e ?  

21. Does t h e  record s e r i e s  'contain documentation produced as EDP pr in tout?  

[ 1 Dl 
. . .  

[ 1 Dl 
22. Has , t he  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- 

Records Retention Requirements" (January 1, 1975) P a r t  V I I I  ' . .  .. 
23.- W i l l  t he re  be a need f o r ' t h e s e  records 10,. 15 years  from now? I f  yes ,  whht? 

. [fl 
 sitio ion of these  f i l e s ?   federal^ Regis ter  ~(Vo1.40, No. 47 ,  P a r t I I I ) ,  ''.Guide t o  . ' , . .  

.~ . .  

[ 1 ,.;xx' 
~ -I_. ~ . 

. .  . , .  . 

. .  y e a r s  : 
.. 

24. REQUIREMENTS. The following requires  the f i l e s  t o  be 'kept  L 
. .  , . .  . .  . . .  . .  

a. []STATE b .  [ ]STATUTE OF c .  [ IAUpIT .d. [ ]FEDERAL e. WADMINISTRATIVE * f. []HISTORICAL 
. .. . .  

LIMITATION PERIOD . . .  L A W  DECISION VALUE. .. 
LAW 

. .  . . .  , 
. ( C i t e  'LrdJ;. S t a t u t e ,  o r  o ther  reason' fo r  t h e  r e t e n t i o n  requirement) . .  . ~. . -  . . .  .. . . 

Based 'upon .standa?$s .of d i spos i t i pn  for :other' departmrnts:~ . - See.item 2 2  ~. 
- . ~ .  , 

. .  ~- -. 
I' 

__-_I. -~ __I_- __ 
25.  AGENCY RECOMFENDATIONS. This agency recoxinnends tha t  t h c ~ f i l e  5erie.s be. cut  of f  a t  . . -   the 'ebd ~: 

,then i * ,  , of  each -[]CALENDAR YEAR - [  ]FISCAL YEAR - m o T H E R  See below-- 

[ ] Hold i n  t h e  current  f i l e s  a rea  ' ,month(s ) /  ' y e a r ( s ) :  
[ '1 Transfer  t o  [ 1 ,S ta te  Records Center [ ] Local Holding Area; hold 

. [  ] Transfer  t o  S ta t e  Archives f o r  permanefit re ten t ion .  ' 

, y e a r ( s ) :  . .  7- ,. . .  .. , 
. ~, 

[ ' I  Destroy. :: , '  

.. . [ ] , ~ e s t r o y  imme j a t e l y  .after cut-off. .~ . . .  . .  . 

. .  .~ 

14 Other: (Spec f f y " )  cut  'off  f i l e ' a t  the  'end of each18monthi:hold i n  current '  f i i e s ' a r e a '  1 
year or un t i l  Federal  o r  State..Audit is  completed, whicheverAs la te r ,  .then t r ans fe re  t o  
the  S t a t e  Reco'rds Center., hold 3 years ; ,  then destroy. . .  

2 

( I n d i c a t e  b r i e f l y  ra t iona le  f o r  recmnnendations aboue/or ori te  'addi t ional  remarks) : 
To ellmi-nate necess i ty  f o r  f 2 U n y  equlpmcnt and f l o o r  space requjred t o  hold inactive 
records over and above necessary a c t i v e  f i l e s  which do not requ9rc f requent  referral. 


